erick County, MD Annual Business
- Recycling Tonnage Report

mercial, Industrial, Multi-Family Properties, and Business within the Cou

On-line Report Filer User Guide

State of Maryland law requires all jurisdictions to report the recycling activity that occurs within their
boundaries each year. This data is used to generate each county’s overall recycling rate. Your participation
in this process is critical in helping Frederick County accurately quantify the level of recycling
occurring within the County!

Because commercial recyclables are collected by private vendors, our office does not know how much your
organization recycles unless you report that information. To assist in gathering this data as part of the
Maryland Recycling Act (MRA), the Maryland Department of the Environment designed a survey to help
accurately measure your annual recycling activity.

Frederick County has an electronic and editable online Annual Business Recycling Tonnage Report Form.
This will help business to reduce paper, as well as printing and mailing cost, and provide access to a
historical view of reports previously submitted. It also helps the County to implement waste reduction
measures and increase the efficiency of data collection.

This user guide contains four sections that will help you to fill out the online form.

Section 1 — Getting Started, will guide you through creating an account, log in, completing your registration,
editing your profile account, and resetting your password, if needed.

Section 2 — Finding an FCG Recycling Form, will help you through the FCG Recycling Dashboard, where
you will find the new 2020 report form, a list of forms that have been sent by you (if applicable), forms in
progress, and access to review your form submission.

Section 3 - Filling out the Report, will guide you on how to fill the report and move through the screen
questions using any of the three tool options available (<<previous>> | <<next>> | scroll-down).

Section 4 — Sign, Review, Print and Submit Submission, will help you review, sign electronically, submit,
and print the report once it is completed.

Thank you for being such a vital part of our community! Your efforts and the time you take to complete the
on-line report help us work towards county-wide goals for reducing waste and recycling more.

Any questions, comments, concerns, and requests for technical assistance regarding the form or the
reporting process should be directed to the County Recycling Analyst. Please contact Sandra Sanchez at
301-600-7230 or by email at recycle@FrederickCountyMD.gov .
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SECTION 1: GETTING STARTED

This section will guide you to create an account, log in, complete your registration, edit your profile account, and reset
your password, if needed.

STEP 1: Access the FCG Recycling Reporting Portal.

To access the FCG Recycling Reporting Portal, click on the link below.
https://www.frederickcountymd.gov/4038/Maryland-Recycling-Act

STEP 2: Register or Log in.

The FCG Recycling Dashboard has 2 | Rl
options to logging in the system.

Select the option that applies to you FCG Recycling Forms

by clicking on Register or Log in.

1. Create an account (for new filers
only)

Technology

Please note: You can click at any
of the Register locations

provided on this screen (on the

top or on the gray box).

2. Log in (for filers with an existing
email address and password for an
existing account).

STEP 3: Register and to create a new user account.

To create a new user account, you T ——
must provide your email and the Register
password that you will use to access Create a new User Account
this portal and confirm your
password. Once you finish, click the
Register button.
Please note: You will receive an

email to confirm your account
before you can log in (check your

inbox and junk mailbox).
STEP 4: Complete the registration.
This will take you to the Account CFERREET em TR
Profile where you can change your Account Profile

Change your account settings

account settings, edit your profile and
to complete your registration. Click
Edit Profile to complete your
registration.

Please note: If you do not
complete your account profile,
the system will take you to this
screen every time that you login
the FCG Reporting portal.
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STEP 5: Reset your password, if needed.

If you forgot your password, click the
Forgot your password? link. This will
take you to a new screen where you
can request a link to reset your
password.

In the new screen, enter your
username, and click the Email Link

Email Link

button.

Please note: You will receive an
email with a link to reset your
password (check your inbox and
Jjunk mailbox).

¥ FCG Recycling FindFom My Foms

Login

Use your registered login or click Register as a new user to get started

Username
Password

Remenmber

Forgot your password?

FCG Recysling 1.3.4 pawsred by FOG CST © 2021 - Frederick County Interagency Information Technslogy

) FCG Recycling rind rom

Forgot your password?

Enter your username and you will be emailed a link to reset your password.

First time user? Register to set your initial password.

Usernar

FCG Recycing 1.3.4 powered by FCG CST ©2021 - Frederick County Interager:
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SECTION 2: FINDING THE FGC RECYCLING FORM

This section will explain the FCG Recycling Dashboard; how to start a new report form, find a list of forms that have
been sent to you (if applicable), access forms in progress, or review your submission.

STEP 1: Access the FCG Recycling Form.

|n the FCG Recycling Dashboard yOU % FCG Recycling Fndrom  myFoms Hello Sanchez Roque, Sandral
will notice two options to access the
forms, Find Form or My Forms, FCG Recycling Forms

= Ifyou have not registered, please Register to get started

located on the top tabs of the screen
or under the gray box. Please select

A A Find Form My Forms
the option that applies to you.
o review your submitted submissions:

Go to Find Form » Go to Forms »
FCG Recycling 1.3.4 powered by FCG CST © 2021 - Frederck County Interagency Informtion Technology

1. Find Form (to start a new report
form, click on et Started on Another Ilnk)

% FCG Recycling findfom My Forms

Find Form

Click get started link in the table to complete the forms

- ey 14 o G 2021 Coumy ey oo ety
2. My Form (using the tabs on the top, & FCG Recycling Fnarom  1yroms

you will be able to choose to start a

New form, keep WOrking with a fOrm Click the continue link in the table to pick up where you left off

Title Due Date Submitted On

In Progress, or review your

Submitted submissions). Just click v
on the link in the table of the form o
you want to work with.

Please note:

a. You can see additional
information such as the Due
Date and Submitted Date.

b. For first time users, this
section will be empty.
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SECTION 3: FILLING OUT THE REPORT

This section will guide you on how to fill the report and move through the screen questions using any of the three tool
options available, <<previous>> | <<next>> | scroll-down.

STEP 1: To access the Form instructions and MRA Definitions.

After selecting and clicking the link (9, F0C Ruoyoling mdfom | Morimms HAC S s S (eu

Get Started on Another Frederick County Annual Recycling Tonnage Reporting V8

fOI’m, Name: Sendra Sanchez Roqus Business: Sold Wasts Phone:
you will be directed to this screen, — Lol
where you will find the Form

Instructions. : . .
Instructions for the 2020 Annual Business Recycling Reporting Survey
Thank you fo es for your business! Your
par is critical to helping Frederick
Co
This survey is to document information regarding materials recycled in Calendar Year 2020 (survey
period January 1 - December 31, 2020). This report is due by March 1, 2021
1_ Form Instructions (TO navigate % FCG Recycling finaror My Forms Hello Sanchez Roque, Sandral  Log off
and fill out the report you will have Frederick County Annual Recycling Tonnage Reporting V8
three tool optio"s (<< Q revious>> | Name: Sandra Sanchez Rogue Business: Solid Waste Phone:
<<next>> | scroll-down) to move i I

through the report and, answer a
series of questions. These will include
Company Information, Contact
Information, and recycled material to
report).

Please note: It will be helpful to
read the detailed Form Instructions:
section of this screen before
beginning the report.

2. Maryland Recycling Act (MRA)
Definitions The |inkS for deﬁnitions Frederick County Annual Recycling Tonnage Reporting V8
documents are in the beginning — NS e rone:
instructions. They are also accessible (soto g
from the Frederick County Recycling
Webpage.

% FCG Recycling rindForm My Forms. Hello Sanchez Aloque, Sandra!  Log off

Ifnporlnn'i
Please note: There are two lists of b - your regular trash is disposed of outside of Maryland, and if so, tell us
definitions - one in the order of . ;::f::d all material types in tons. (There is a helpful chart in the online directions to assist
appearance on the report, and the 5 Tabeds Bty R comtiocnats s e B Suartt TN G SN
other in alphabetical order.  Miulinle. suties oty b6 tmite 656 sach IOl Bype 14 Sidek 45 geovEie sepurts

tonnage information for each hauler/contractor
e Certify that the information provided is true to the best of your knowledge. There will be a
signature box at the end of the form to enter your electronic signature.

For more information

Please visit ht ww_frederickcountymd.gov/4038/Maryland-Recycling-Act to find:
e Material definitions and clarification
e Details on how/where to report items.
e A tutorial on how to navigate the online report and enter information
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STEP 2: To start the filling report process.

To start the filing process, click
on <<next>> or scroll-down to select
the first question to answer.

Please note: After you answer the

first question, you can move

through the survey two ways:

1) click on <<previous>>,
<<next>> .

2) Click on “Go to Question” box,
which brings up the gray
menu.

CompostMAdch (Omer)
s

Other: Glas

Matwn

Mot (o)

Paper

Pastio

Pastio othar)

Otrvor MIA Matorials
HonMAA Materials
Eloctronkc Sgnatue

STEP 3: Provide information for the company that generated the material, and the company’s

contact person.

To file an annual recycling tonnage
report, you must provide the company
information that generated the
material reported; and the company
contact person information. This
applies for any commercial, industrial,
multi-family properties, or businesses
within the County.

Please note:

a. Be suretofill out all the
required information (marked
with *).

b. Be sure to Save your
information.

S
Use Save button to stay on same
question.

P 8 d Conti
Use Save and Contlnue

button to save and move to next question.

% FCG Recycling rna ror

Frederick County Annual Recycling Tonnage Reporting V8

1 COMPANY INFORMATION

FGG Ascyeing 1.3.4 pawsrea by FOG GST © 2021 - Fractanck Gourny Intaragancy Intormanon Tecnnoiogy

% FCG Rocycling reaFom by Foms

Frederick County Annual Recycling Tonnage Reporting V8
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STEP 4: Provide information on where WASTE is hauled.

After answering the company LI D G G

information and the Company Contact Frederick County Annual Recycling Tonnage Reporting V8
information, you will be taken to this

screen. Indicate whether your regular Lo
trash is disposed of outside of S
Maryland, and if so, tell us where.

Please note:

1. If your waste is hauled out of
state, click the “Yes” button. A
text box will open for you to
provide the required
information.

2. Be sure to Save your
information.

3. Ifyou click Save and Continue
Save and Continue this will take
you to the next screen to start
reporting the materials

recycled by categories.
REAT

4. [Ifyou click on Save
button, you must use <<next>>
to move to the reporting
materials recycled screen.

STEP 5: To report materials recycled.

1. Each category of materials recycled ) FCG Rocycling s e
will have a main screen asking if Froderick County AN reey e eporting V3
you have something to report L o e
under that group. Answer using the | o
“Yes” or “No” button. R
Please note: mm e ‘7
Once you say yes, sub - B ‘

questions will open for various
items within that category.

2. If you click “Yes” under any
material type, an automatic box p———
will open for you to indicate who 4 COMMINGLED CONTAINERS
took that material and how much
was recycled.

miractun(s) or market{s) for material and how much did they recycle? Save each entry to add anathes, *

Contractor ar Market for Material |

r or Market for Material: *

Please note:

or Masket for Material: *

a. Record all material types in
TONS.

b. If you need to add another
Contractor or Market for the
material reporting, click save

Save button. This automatic

will open another tab to add
other entry.

1600

Report answers in tans

[ [ i

FCG Recycing 1.3.4 powersd by FGG CST

© 2021 - Fraderick County Interagency informsstion Technolagy
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STEP 5: To report of the materials recycled. (Cont.)

c. If you need to delete an entry, EYFoa eyl marom  wyroms
CIiCk on the top |‘|ght Of the Frederick County Annual Recycling Tonnage Reporting V8
Contractor/Market tab and it
will remove that entry. o COMMINGLED CONTAINERS

MMINGLEE CONTAINERS |

Contractor or Market for Material 2 @

«

Conractar or Market for Material: *
Tors for this Comtractor or Market for Material: *
Repo
Ancyeling 1,3.4 pawarsd by FGO ¢ 1 - Frech 1y Irtarager T o

3. When you are finished with the
specific item, click Save and
-
. This

Continue
will take you to the next P ke i s liin s
recyclable material. R

Please note:

a. Be sure to answer both et
questions for each material CompasirhhedFond e
reported.

b. If you accidentally missed
any questions, you will be
directed to another screen.
This indicates the list of
submission validation issues
that you must correct before
submitting your final report.

Anawer required for quasticn: Woad Materisls

[ AW requived fof quesion: Oher (Pulets)

FCQ Recysing 1.3.4 powsred by FOO CST ©2021 - Frederick County Intaragenay Information Tachnciogy

FCG, MD Annual Business Recycling Tonnage Report * On-line Filer Report User Guide Page 8 of 10



SECTION 4: SIGN, REVIEW, PRINT AND SUBMIT SUBMISSION

This section will help you review, sign electronically, submit, and print the report once it is completed.

STEP 1: To provide the electronic signature.

1. After finishing the recycled N
material section, you will be
directed to electronically I
Sign and Submit the report. Pleas ype your name o affem that this s rue s accurae

of your knewledge. *

2. Fill out the Electronic
Signature box and remember

REAT] . .
to save the information.

©2021 - Froderick Caunty Intaragency Informat

Please note:

a. If you have missed to
answer any question, you
will be directed to another o v
screen indicating the
validation issues that you e
must correct before
submitting the final report.

b. Click on each link to
return to the question to
complete your submission.

c. Once all the required
information has been
provided, this screen will
display the Submission
section.

3. You have the option to review or e S O ,
print your report before you ' '
submit it. Simply click on the £ o k3 s your e o it lens e th et b above [P, Nt o G o e chop-done
option you prefer.

Submit

When you are ready to submit your Submission, click here:

FCG Recycling 1.3.4 pawered by FGG G5T © 2021 - Fredesick County Interagency Infarmation Technology

4. After you complete, review, and
are satisfied with your report,
click on Submit Submission R
ko you (o anctr o ! When youar eyt subityour Submisson, ik hor€{ EEEEEE )
confirming that the report was
submitted successfully.

wers bfors subeting, please Use the Ravgaten bar sbove ['Previous”, "Next®, of the G616 question. .” drsp-dewn),

FCG Aecycling 1.4 powsrsd by FOG CST © 2021 - Frederick County Interagancy Infarmation Technology

Please note: We will send you
an email confirmation of your
Report submission, along with
links to view or print the final
document (check your inbox
and junk mailbox).
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Thank you for taking the time to report the Annual Recycling Tonnages for your business!

Frederick County Government

Division of Solid Waste and Recycling
Frederick County: Rich History, Bright Future

9031 Reich’s Ford Road, Frederick, MD 21704

© 301-600-1848 e Fax 301-600-3044
www.FrederickCountyMD.gov

01/29/2021

Photo credits:

(1) Commingled materials- by Nick Fewings on Unsplash

(2) Brown glass bottles — Stock Images (MS-Office)

(3) Composted Materials - Photo by Edward Howell on Unsplash
)
)

(4) Carboard bailed - Photo by Alfonso Navarro on Unsplash
(5) Tires - Photo by Adam Kring on Unsplash
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